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Address :
Sharjah, UAE
Email
:
rayan.371409@2freemail.com
Holding valid Dubai Driving License
Career Objectives
Seeking a career in your esteemed organization which provides an avenue for professional learning, growth and development that enables me to contribute effectively and also secure a position that will lead to a lasting working relationship in the field of accounting/bookkeeping or administration.
	Work Experience
	
	
	

	June 2016 to March 2017
	Accountant
	Bagram-Afghan
	

	August 2014 to May 2016
	Accountant
	DAFZA-Dubai
	

	AECOM/GSS
	
	
	

	Responsibilities included –
	
	
	

	
	Maintain and manage records of day-to-day transactions using Accounting Software
	
	

	
	Making payments to creditors, receiving payments from debtors and recording the same data.
	

	
	Verify bank deposits and bank payments and reconcile with bank records and statements
	
	

	
	Resolving errors in financial reports and correcting faulty reporting methods
	
	

	
	Reviewing computer reports for accuracy and meticulously tracing errors back to their source
	

	
	Sorting financial documents and posting them to the proper accounts
	
	

	
	Co-coordinating with warehouse manager.
	
	

	
	Verifying balances in account books and rectifying discrepancies
	
	

	
	Responsible for locating, organizing, and reporting variances on all aspects of the Payroll function which
	

	
	includes but is not limited to timesheets, labor distribution reports, and add/deduct logs.
	
	

	
	Recording office expenditures and ensuring these expenses are within the set budget
	
	

	
	Prepares asset, liability, and capital account entries by compiling and analyzing account information.
	

	
	To provide draft responses for internal/external Requests for Information (RFIs).
	
	

	
	Contributes to team effort by accomplishing related results as needed.
	
	



	June 2012 to August 2014:
	Finance/ Payroll specialist
	Kandahar, Afghanistan
	

	AECOM/GSS
	
	
	

	Responsibilities included –
	
	
	

	
	Record, classify, and summarize financial transactions.
	
	

	
	Analyzes and reconcile expenditure with invoices.
	
	

	
	Takes necessary actions to promote on-time payments to vendors.
	
	

	
	Prepares expense reports for employees, Audits financial records for accuracy.
	
	

	
	Assist in the preparation and execution of timesheet training for employees and supervisors.
	

	
	Compiles employee time, production, and payroll data from timesheets and other records.
	

	
	Coordinates distribution and collection of timesheets each pay period.
	
	

	
	Reviews timesheets, work charts, wage computation, and other information to detect and reconcile payroll
	

	
	discrepancies.
	
	
	

	
	Performs day-to-day administrative tasks such as maintaining information files and processing paperwork.
	

	
	Issues and records adjustments to pay related to previous errors or retroactive increases.
	

	
	Prepares monthly reports, Performs other duties as assigned.
	
	


03rd November 2018
Visit Visa, Valid till 27 August 2017
4th December 1986 Male
Indian
English, Hindi, Kannada, Tulu & Konkani Music, Ballroom Dancing
Valid till 23rd August 2025 - Light vehicle, Manual
	May 2006 to January 2011:
	Accountant
	Mangalore, India

	SOUZA TRADING COMPANY
	
	

	Responsibilities included –
	
	

	
	Maintain and manage records of day-to-day transactions using Accounting Software – Tally.ERP 9

	
	Maintain and manage general ledger accounting functions.
	

	
	Maintain and manage accounts payable and accounts receivable records.
	

	
	Verify customer balances and rectify discrepancies in accounts receivable books.
	

	
	Coordinating & maintaining records for department office space, parking, phones and company office keys.

	
	Coordinate with accounts receivable team in collecting payments from customers.
	

	
	Verify bank deposits and bank payments and reconcile with bank records and statements.
	

	
	Verify vendor bills and advise or make vendor payments.
	

	
	Generate reports on a periodical basis to enable decision making process.
	

	
	Godown Stock checking, liaise with godown and outlet incharge periodically regarding stock.

	
	Assist and support internal and external audits.
	


Educational Qualifications
B.COM
Mangalore University
St. Aloysius Evening College
2008

Computer Skills/Qualifications
 
Diploma in E -Business– Microsoft Word, Excel, PowerPoint, Access, Tally, Peachtree, DacEasy, Banking Software and Pharmacy Software.

Project/s Undertaken
 
Undertaken Profit/Loss Account and Balance Sheet Analysis of ‘Peninsula Land Ltd’ as part of the E-Business project conducted by Manipal Institute of Computer Education (MICE), Mangalore.

Achievements
 
Received ‘Employee of the Month’ Award from AC First Company in May 2015.

Core Competencies and Strengths
 
Ability to establish and maintain good interpersonal relationship.

 
Committed to excellence and a desire to learn.
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